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Serves as Lead Secretary {(Office Automation) in assigned branch.
Performs gsecretarial and administrative duties, including preparation of
letters, memoranda, reports and other correspondence, using automated
word processing systems and other office automation tools.

OUALIFICATIONS REQUIRED (if the position is annownced af muitiple grode levels, these qualifications describe the full perforinance level, unless otherwise specified. The position description, immedicre
supervisor, andior NRC Manual chaprer and Appendic 4108 can be consadied for more detailed quatification requirements andior interpreiation of qualifying experience.)

Candidates must have at least one year of specialized experience at the
next lower grade level or equivalent.

SPECIALIZED EXPERIENCE is experience which demonstrates the knowledge,
gkills and abilities to perform a wide range of secretarial and
administrative duties.

RATING FACTORS (dpplicants are sirongly encouraged fa suhimit a staiement addressing the Rating listed below )

1. Demonstrated proficiency with microcomputer-based word processing
gystems (Wordperfect, Appointment Calendar, E-Mail etc.).

(EXAMPLE: Describe specific work experience and training which
demonstrates your knowledge of and ability to utilize the features of
Wordperfect Office, and any other office automation tools. What specific
applications have you used and for what purposes.)
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2. Knowledge of proper grammar, spelling and punctuation sufficient to
review correspondence for correctness, proper format and completeness.

(EXAMPLE: Desgcribe specific work experience and training which
demongtrates your ability to prepare and review correspondence and other
documents. What type of documents do you routinely prepare.)

3. Demonstrated ability to provide administrative support in a variety
of areas {travel, time & attendance, records management, etc.).

(EXAMPLE: Describe your experience in establishing and maintaining
office files. Describe specific instances where you have initiated and
developed new office procedures to improve the efficiency of your
organization. Describe specific work experience which demonstrates your
ability to apply pelicies and practices pertaining to administrative
support areas such as time & attendance and travel.)

4., Demonstrated ability to work efficiently in handling multiple
assignments with competing priorities, vften under considerable pressure

to meet deadlines.

(EXAMPLE: Descoribe zpecific gituations which required you te work under
gtressful or adverge conditions (field assignments, competing priorities,
tight schedules, deadlines, etc.)

5. Demonstrated ability to deal tactfully, efficiently and
professicnally with all levels of personnel.

{EXAMPLE: Describe the various levels of individuals you interact with
and for what purposes., Provide examples of specific assignments which
required you to take a lead role in reaching an agreement or resolving
problems.}

PLEASE NOTE: Veterans who are preference eligibles or who have been
ceparated from the armed forces under honorable conditions after three
years or more of continuous active service may apply. Veterans must
gubmit a DD-214 or other acceptable evidence as proof of veteran status.

PLEASE NOTE: Current/reinstatement Federal employees with gtatus (Tenure
Group 1 or 2) will be considered through merit promotion procedures under
this announcement and must submit a copy of S8F-50 (Notification of
Personnel Action) to verify competitive status or reinstatement
eligibility. Status applicants who wish to be considered under both
merit promotion and competitive procedures must submit two (2) complete
application packages. When only one (1} application is received, it will
be considered under the merit promotion announcement only.

CONTINUED ON NEXT PAGE
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REASONABLE ACCOMMODATIONS WILL BE MADE FOR QUALIFIED APPLICANTS OR
EMPLOYEES WITH DISABILITIES, EXCEPT WHEN DOING SO WOULD POSE AN UNDUE
HARDSHIP ON THE EMPLOYING AGENCY.

EXECUTIVE AGENCIES ARE PROHIBITED FROM ACCEPTING CR CONSIDERING
APPLICANTS FOR COMPETITIVE APPOINTMENTS OR POSITIONS BASED ON POLITICAL
RECOMMENDATIONS FROM MEMBERS OF CONGRESS, CONGRESSIONAL EMPLOYEES,
ELECTED STATE OR LOCAL GCVERNMENT OFFICIALS, AND POLITICAL PARTY
OFFICIALS. SUCH OFFICIALS MAY ONLY SUPPLY STATEMENTS REGARDING THE
CHARACTER AND RESTDENCE OF THE APPLICANT.




